TABLE OF CONTENTS

ACKNOWIBAGEMENTS ..ot e i
Division of Archives and Records Management Services and Assistance .. 1
TeChNICal ASSISTANCE ......cuiee e e 1
Microfilm and Document CONSEIVALION.........cc.vviiieiiieiieiiee e 1
Division of Archives and Records Management Directory .............ccocoeeeueennen. 1
GENERAL INFORMATION ..iiiiiiiieie ettt e 2
Public Records Defined..........cccuiiuiiiiiiiii e 2
State ReCOrds COMMIIEE .......iuuiii i e 2
Archives and Records Management Division (ARMD)...........cccovvviiiiiniinnn. 2
State Agency Records OffiCES .......iiuiiiiii i 2
GENERAL INSTRUCTIONS ...ttt et e e e e s 3
Custody and Disposition of State Agency Records ...........cooeveeiiiiiniiininnaanss 3
Transfer of Records to the State Archives ..o 3
AULNOTIEY . e et 3
R EI =] a111o) o I == o Lo [PPSR 3
Modification and AdAItIONS .......ccueieieiie e 4
Previous Versions of the State General Schedule...............ccoviiiiiiiii 4
DiSPOSItION AULNOIILY . .u.vvic e e e 4
=00 {0 S 0] o 1T 4
AJENCY UNIQUE RECOITS . ...t 4
| P 4
STATE GENERAL SCHEDULES ... e 5
I D E X i e e e 6
GO S S A RY L.ttt e aa 26
Appendix A —Recordings of Meeting MiNUtEeS ............cociiiiiiiiiiiiiiiiieeens 29
Appendix B —Website RECOIAS ..........ovuiiiiiiiii e 30
Appendix C - Electronic Mail (E-Maiil) ..........cooiiiiiiiiiiiiicee e 33

Third Edition — Summer 2001



ACKNOWLEDGEMENTS

The Division of Archives and Records Management would like to commend the
hard work of those volunteers who assisted the Records Management section in
creating this manual. Without their expertise, this manual would not have been
possible®:

Deb Bartlett, Washington State University

Cathy Downs Department of Transportation

Ralph Jenks, Washington State University

Kevin Dunbar, State Attorney General's Office

Gladys Guzman, General Administration

Mary Ann Johnson, State Treasurer's Office

Diane Pratt, Department of Ecology

Laura Russell, Superintendent of Public Instruction

WASHINGTON STATE RECORDS COMMITTEE

Phillip Coombs, Office of the Secretary of State
Steve Excell, Office of the Secretary of State
Diana Evans Office of the State Auditor

Suzanne Shaw, Office of the Attorney General
Linda Steinmann, Office of Financial Management

Finally, we would like to commend those at the Office of the Secretary of State,
Division of Archives and Records Management for their leadership and work in
creating this manual.

Terry Badger, Archives
Mary Vanderhoof, Records Management

! Additional information and review provided by the Records Management sections of: University
of Washington, Central Washington University, Western Washington University, Office of
Financial Management, Dept. of Health, and Dept. of Information Services

Third Edition — Summer 2001
i



DIVISION OF ARCHIVES AND RECORDS MANAGEMENT
SERVICES AND ASSISTANCE

P.O. Box 40238 " 1129 Washington St SE © Olympia, WA 98504-0238

Washington State Archives and Records Management is a division of the Office of
the Secretary of State. The division operates under the provisions of Chapter 40.14
RCW, the Public Records Act, which also regulates the disposition of all st ate and
local government records.

TECHNICAL ASSISTANCE

The Division of Archives and Records Management provides technical advice and
support for compliance with legal requirements and the development of systems for
managing records. The Division provides standards, guidelines and advice on
records retention scheduling, micrographics, filing, information retrieval, essential
records protection, disaster preparedness and recovery, records center operations,
public disclosure, and records media.

MICROFILM ANDDOCUMENT CONSERVATION

The Division of Archives and Records Management provides imaging production
services on a charge-back basis, including source-document microfilming, output
of digital information to microfilm, microfilm processing and duplication.

The Division of Archives and Records Management is responsible for identifying,
storing, preserving, and providing public access to state and local government
records that have continuing historical value beyond their usefulness to the
agencies which create them.

DMISIONOF A RCHVESAND RECORDS MANAGEMENT DIRECTORY
http:/Avww.secstate.wa.qgov/archives/
MICROFILM & IMAGING SERVICES - TELEPHONE: (360) 586-6232FAX (360) 664-8814

RECORDS MANAGEMENT SERVI CES- TELEPHONE: (360) 586-4902 FAX (360) 586-0368
STATE ARCHMVIST/DEPUTY STATE ARCHMIST - TELEPHONE: (360) 753-5485 FAX (360) 664-8814

STATE GOVERNMENT ARCHIVES - TELEPHONE: (360) 586- 1492 FAX (360) 664-8814
STATE RECORDS CENTER - TELEPHONE: (360) 753-5468 FAX (360) 586-9137
REFERENCE REQUEST (360) 753-5468 OR RECORDSCENTER@SECSTATEWA. GOV
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GENERAL INFORMATION

PuBLIC RECORDS D EFINED

Public records are recorded information, regardless of physical form. The term
“public records” applies to any paper, correspondence, form, bound volume, film,
magnetic medium, drawing or other document, regardless of form or physical
characteristics, that has been created or received by any state agency during the
course of public business (40.14.010 RCW Preservation and Destruction of
Public Records). All public records are required to be maintained and disposed
of by state agencies in accordance with the provisions of 40.14 RCW.

All records maintained in electronic format are included in the definition of a
“public record” and are governed under the terms of the Preservation and
Destruction of Public Records act.

E-mail is a means of sending or receiving information, not a type of record.
Information generated or received on an e-mail system needs to be managed
according to the informational content of the message. (See Appendix C.)

STATERECORDS COMMITTEE

“It shall be the duty of the records committee to approve, modify, or disapprove
the recommendations on retention schedules of all files of public records...”
(40.14.050 RCW). The State Records Committee is comprised of the State
Archivist and representatives of the Office of the Attorney General, Office of
Financial Management and the Office of the State Auditor.

ARCHIVESAND RECORDS MANAGEMENT DIVISION (ARMD)

ARMD was established by Chapter 40.14 RCW to provide centralized records
management services to state and local governments. It is responsible for
assisting government agencies to comply with Washington State's laws
pertaining to the creation, maintenance and disposal of public records.

STATEAGENCY RECORDS OFFICERS

All state agency records officers have a fundamental responsibility to develop a
comprehensive records management program. Beyond meeting an agency's
business needs, a well designed program contains three basic goals: 1) to fulfill
legal mandates and responsibilities; 2) to store records in the most efficient and
cost-effective manner possible; and 3) to assure access, protection, and security
to the documentary history of government (RCW 40.14.040).
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GENERAL INSTRUCTIONS

CuUSTODY AND DISPOSITIONOF STATEAGENCY RECORDS

Public records must be retained in the custody of the office of record and may be
destroyed or transferred only in accord with records retention schedules that
have been approved by the State Records Committee. Agencies are
encouraged to move their inactive records out of more expensive office space to
the State Records Center for significant storage cost savings while the records
await the expiration of their retention periods.

TRANSFER OF RECORDS TO THE STATEARCHIVES

Records designated as “Archival” on the State General Schedule must be
transferred to the custody of the State Archives at the end of the retention period.

AUTHORITY

The State Records Committee may approve and issue records retention
schedules that give state agencies the authority to dispose of or transfer
commonly held types of public records. The State General Schedule defines
records by governmental function rather than by record type. Consequently, in
some cases several “types” of records may be grouped together under one
description that encompasses a particular function.

Some agencies may choose to keep some records longer than the designated
retention period for administrative or other purposes. Those records are
disclosable under the terms of the Public Disclosure Act and are subject to the
legal process of discovery for the entire period for which they are retained.

RETENTION PERIOD

The retention periods stated in the State General Schedule are the legal
minimum that the law, regulation or official policy of the state will allow.

If an agency has a need to retain a records series for a time period other than
that stated in the State General Schedule, the agency records officer must
submit a request to the State Records Committee and provide sufficient
justification for the deviation.

The State General Schedule column entitled "Retention Period - Official Copy"
refers to each agency's primary copy and gives the appropriate agency retention.
For some series, the series description will state that a specific agency has
responsibility for the primary copy. In these instances, the described column
reflects how long other state agencies need to retain their copies.
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MODIFICATION ANDADDITIONS

Agencies may not alter or modify State General Schedule items unilaterally.
Proposed changes and additions to the State General Schedule may be
submitted to the State Records Management Office, where they will be reviewed
on a periodic basis.

PREVIOUS VERSIONS OF THE STATE GENERAL SCHEDULE

This State General Schedule supersedes all previous versions. Retention
changes to any series will be electronically updated at the State Records Center.
Any boxes stored under a revised State General Schedule series will have their
destruction dates recalculated according to the revised retention period.

In this 2001 revision of the State General Schedule, all the records series are
dated as to their original or revised approval dates at the end of each series
description. Series new to this specific edition will be noted as such in the same
manner. The numbered edition and date is annotated at the bottom right-hand
corner of each page.

DISPOSITIONAUTHORITY

The State General Schedule provides blanket authority for the disposition of
records series that it contains. These series should not appear on an agency’s
unique retention schedule.

RECORDS COPIES

The State General Schedule reflects the retention and disposition of the primary
record regardless of media. Copies (regardless of media) used for specific legal,
fiscal, or administrative purposes may be retained either using the retention for
the primary copy or scheduled separately if a different retention is required.
Copies of these documents preserved only for convenience of reference or
informational purposes may be discarded when no longer needed. (See GS 50
for additional authority regarding copies.)

AGENCY UNIQUE RECORDS

The State General Schedule does not attempt to cover records unique to
particular agencies or to agency programs. Records retention schedules for
such records must be submitted separately to the State Records Committee via
the State Records Management Office.

Cur OFF

Unless otherwise noted, the beginning of the retention period (the cut off) is the
date of the record.
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STATE GENERAL SCHEDULES

Fiscal and Accounting Operations GS 01

Budget, Allotments and Expenditures

Contracts

Central Payroll Accounting
Agency Financial Reporting System GS 02

AFRS

CAFR
Personnel and Payroll Records GS 03
Audits and Examinations GS 04
Public Affairs and Public Disclosure GS 05
Purchasing Records GS 06
Travel Records GS 07
Telecommunications GS 08
General Office Operations GS 09
Executive Level Administrative Records GS 10
Records Management Records GS 11
Forms Management GS 12
Mail Services GS 13
Information Services GS 14
Publication and Duplication Services GS 15
Property Management Records GS 16
EleetronieMatHEMath (See Appendix C) GS 17
Legal Files GS 18
Legislative Relations GS 19
Affirmative Action GS 20
Facilities Management GS 21
State Employee Training GS 22
Grants Management GS 23
Real Property Management GS 24
Administrative Materials with No Retention Value GS 50
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INDEX

-A-

Access Files, SYStem USEIS.......c.cuuviiiiiiei e GS 14012
Accident Reports (Injury Claims).......ccccovviiiiiiieii e GS 03015
Accounts Payable, Distribution of .............ccooviiiiiiiii GS 01007
Accounts Receivable ....... ..o GS 01016
Activity and Status Reports, Budget .............ccovveiiiniiiniineien GS 01045
Administrative Files, Fiscal Office...........ccooiiiiiii GS 01015
Administrative Materials With No Retention Value......................... GS 50
Administrative Planning and Project Working Files ........................ GS 09006
Administrative Policies and Procedures...........coccovveiviiiniiiniiineennnn. GS 10002
Administrative Recards, EXecutive............c.ccoovviiiiiiiiii GS 10
Administrative Studies and Operational Plans, Major ..................... GS 10001
Administrative Subject Files and General Documentation............... GS 10003
Affirmative Action Annual REPOIS ..........ccovevviviiiiiiiiieceeeee GS 20002
Affirmative Action Grievance Files ..o GS 20004
Affirmative Action Plans, Policies, Procedures, Agency-Wide.......... GS 20001
Affirmative Action Subject Files..........ccooviviiiiiii e GS 20003
Affirmative ACHION .......ii e GS 20
AR R S GS 02
AFRS, Posted to -, Journal VoOUChers..........c.coovieiiiiiiiiiiiiieieen GS 02007
Agency Credit Card Usage or On-Line Ordering

Back-Up DOCUMENTALION........c.uiiiiiiieiiei e GS 01018
Agency Financial Reporting SyStem ..........coccovvviiiiniiiniiinee GS 02
Agency Fiscal Policies and Procedures ...........ccocovvviiieiieiiinninnnns GS 01014
Agency Reduction in Force Files ..........c.covviiiiiiiiii i GS 03019
Agency Reduction in Force Plan ..........ccocovviiiiiiiiiiiiiieiieeeeees GS 03018
Agency Request Legislation............ccoeviiiieiiiii e GS 19001
Agency Rules and Regulations for Employees .............cccocoeiieiinnn. GS 03020
Agency -Wide Affirmative Action Plans, Policies and Procedures ..... GS 20001
Aggregate Data (Summary of Extracted Data Files)....................... GS 14022
Allocation Planning Files, Space .........c.coocoiiiiiiiiiiiicie e GS 21006
Allotment Preparation System, The (TAPRPT) ......ccooviiiiiiiiiinnns GS 02011
Allotment Reports, Monthly (MCP).........ccovviiiiices GS 02005
AlIOIMENTS ...t GS 01042
Allotments and Expenditure Ledger ............ocoveviiiniiiniiineneee, GS 01043
Amendments (Legislative Bill FileS) .............ccovveviiiiiini, GS 19002
Annual and Biennial REPOItS..............ovvviiiiiiiiie GS 10010
Annual Bid Bonds (Vendor Bonds) ...........ccoovvvieiiiiniiiiiiicieei GS 06006
Annual Leave (Attendance Records)...........covvviiiiiiiiiiiiiiiniiieiennns GS 03030
Annual Reports, CAFR. ..ot GS 02021
Appeals to the Personnel Appeals Board...........ccocoveeiiiviiiiiinennnns GS 03004
Application (Personnel Record Folder) .........ccccovviviiiiiiiiiiiiieeens GS 03001
Application (Volunteer FileS)........couviiiiiiiiei e GS 03017
Applications and Permits — Periodical Mail (2”d Class).....ccccovevvnnen. GS 13005
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Applications Development, Systems and..............cooeeeviiiiieiineinnns GS 14001

Applications/Resumes Received — Not Interviewed ....................... GS 03022
Appointment Books, Routine Telephone Logs, Calendars .............. GS 09011
Appointment Calendars, E-Mail - See Calendars
Appointment Records, Official ............coooviiiiiiiii e GS 10012
APPraiSalS, Land .......c..oviuiiiieii e GS 24001
Architectural Drawings (Building & Equipment
Repair and Replacement Records)........cccovvvvviiiiiiiiiiiiiiicinienennn GS 21008
Architectural Drawings
(Physical Plant Maintenance and Operation, etC.)..............ccocuueenee. GS 21003
Archival Records (Record Transmittal FOrms) ...........c.ccoevvevvinninnns GS 11001
Asset Depreciation REPOM .........oveuiiiiiiiiieie e GS 16002
Assets Inventory Files, FiXed .........c.ccoviiiiiiiiiii e GS 21001
Assets, Capital (Management System (CAMS)) ......cocevvvevviinneennenn. GS 16008
Attendance (Personnel Record Folder) ..........ccooviiiiiiiiiiiiiiininns GS 03001
Attendance RECOITS .........ieiiiiiiiiiie e GS 03030
Attorney General's Case Files-Agency COpY.....ccoocevvvviineiieeneenninnns GS 18004
Attorney General LEtters .. .....covviniiiiie e GS 18002
Attorney General OPINIONS .......vueiiiii e GS 18001
Attorney General RECOIAS ..........ceuiiiiiiiiiieiee e GS 18
Audit Reports of Examination-Agency Copy, State Auditor ............. GS 04003
Audit Trail FleS ... GS 14020
Audits and EXaminations ...........c.oouiieienieiieiiiiaieee e GS 04
Audits, Internal, Working Papers and Reports.............cccceeevenninnns GS 04001
Audits, Management (Reports of Routine Planning and Studies) ..... GS 09007
Audits, Non-Fiscal
(Administrative Planning and Project Working Files) ...................... GS 09006
Automated Logs (Computer Usage FilesS) ........ccooviviiiiiiiiiiiiiis GS 14013
Award Ceremony Documentation (Employee Suggestion Program) . GS 09013
Award, Employee Appreciation/Recognition Ceremonies or ............ GS 03021
Awards (Employee Suggestion Program) ...........cccoevieiiiiiniinennnnns GS 09013
-B-
Bank Statements (Banking Records) ............ccoocveiiiiiiiiniinenen, GS 01013
Banking RECOMS ........vuiiiiii e GS 01013
Bid Bonds (Vendor BONAS) .......c.uvvuviiiiiiiieee e ee e GS 06006
Bid, INVItAtioN TO ....viiii e GS 06004
Bids (Network Implementation Project Files)............ccoociviiiiiinnn, GS 14034
Bids File, UnsSUuCCeSSTUl ........couiieiiii i GS 06007
Biennial Budget Proposal (Budget Preparation Working Files) ........ GS 01040
Biennial Reports, Annual and.............coooeiiiiiiiii e GS 10010
Bill Analysis Reports (Agency Request Legislation) ....................... GS 19001
Bill Drafts (Legislative Bill FileS).........c.ccouiviiiiiiiiiiiiei e GS 19002
Billing Statements (Accounts Receivable)..............ccovviviniiniiinnen, GS 01016
Billings Made/Payments Received (Revenue Reports)................... GS 01011
Blank, Unnumbered Forms
(Administrative Materials w/ no Retention Value) ........................... GS 50001
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BONAS, VENAO ...t GS 06006

Brainstorm/Team Incentive Program (TIP) Documentation ............. GS 09012
Budget Activity and Status Reports..........cccoveviiiiiiiici e GS 01045
Budget Planning Process (Budget Preparation Working Files) ........ GS 01040
Budget Preparation Working Files ...........ccocooviiiiiiiiiiiie GS 01040
Budget Proposals (Budget Preparation Working Files) ................... GS 01040
Budgets (Capital and Operating Budgets)...........ccovveviieineenniinnenn. GS 01041
Budgets, Operating (Capital and Operating Budgets)..................... GS 01041
Building and Equipment Repair and Replacement Records ............ GS 21008
Bulk Rate Mailing, Statement of .............cocovviiiiiiiiii GS 13008
Bulletins (Agency Fiscal Policies and Procedures)......................... GS 01012
Bulletins, Internal and External, Newsletters and........................... GS 05004
-C-

CAF - Financial Balances and Other Information .......................... GS 02020
CAFR ANNUal REPOIS. .....uiiiieiiiiiiee et GS 02021
CAFR REPOIMS .. GS 02020
CAFR e e GS 02

Calendars, Appointment Books, Routine Telephone Logs............... GS 09011
Calendars, EXECULIVE ........cc.uiiuiiiiiii e GS 10008
Camera-Ready Copies and Printing Masters .............ccooeeeveenieennnns GS 15004
CAMS Capital Assets Management System ...........ccccceevveviinieennnns GS 16008
Capital and Operating BUAQEetS ...........c.ovvviiieiiiiiiiieieeieceeeens GS 01041
Capital Assets Management System (CAMS) ..........coovvviviiinnnnnn. GS 16008
Capital Projects — Construction Documentation............................. GS 21010
Case Files-Agency Copy, Attorney General's ............coccvevveeniennnnn. GS 18004
Cash Receipts (Revenue Ledger).........covviviiiiieiiiiiiiiiieeeeeeen, GS 01010
Cash Receipts Journal SUMMary ..........cocovvviiieiiiiiiiieneieeeeneen GS 01008
Certificate of Mailing (Mail Pickup and Delivery Records) ............... GS 13001
Certified Mail (Mail Pickup and Delivery Records)............cc..cceevvnnes GS 13001
Change Orders (Capital Projects — Construction Documentation..... GS 21010
Charge-Back Files (Computer Usage Files) ............ccocevviiiiinnnnnnn. GS 14013
Charts (Administrative Planning and Project Working Files)............ GS 09006
Check Registers (Banking Records) ........cccccovevviiiiiieiiiiiiiiieann, GS 01013

Chemical Use
Material Safety Data Sheets [MSDS] or Allowed Substitute Record. GS 09017

Circuit Installation and Service Files, Network or .............cc.ccoeevennes GS 14031
Circuit Inventories, NetWOrK .........c.ooiiiiiii e GS 14030
Claims Warrant REQISIEr ........c.vuiiiiiiiiie e GS 01003
Claims, EYE INJUMES ..o GS 03016
Claims, INJUNY .. e GS 03015
Classification Questionnaires (Position Files)...............coovveviennnn. GS 03010
Clear Lists, Deeds, PatentS ..........c.vivuiiiiiiiiieiieiieeieeee e GS 24008
Clock Hour Credits, Employee Training/ ...........c.ccoevvviiiiiiineennennns GS 03007
COD Mail (Firm Mailing BOOK)...........ceuieiiiieeieeeeieeeee e GS 13010
Code Books (Data Documentation) .............coceuveereenneeineinneinneinnnns GS 14003
Combined Annual Financial REpOrts..........ccocoveiviiiiiiiiiiiiiienns GS 02
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Commodities and Parts Inventories, Supplies, ........c.covevveeeeniennnnn. GS 16004

Commodities, Parts Disbursement Records, Supplies, ................... GS 16005
Compensatory Time (Attendance Records) .........cccoevvvviviiieinennnnnn. GS 03030
Complaints (Grievance FileS)........c.vvviiiiiiiiiiei s e GS 03003
Complaints, Personnel - Upheld..............ccoviiiiiiiiie GS 03005
Complaints, Personnel, Exonerated.............coooviiiiiiiiiiiiiiniinennn. GS 03006
Complaints, Policy or Procedural..............ccoociiiiiiiiiiiiiiiiiiieen GS 09016
Compliance Reports (Grants Received by State Agencies)............. GS 23004
Computer Audits (Audit Trail FileS) ........cooveiiiiiii, GS 14020
Computer (Data Documentation) ...........cocovveviiieieeieieneeeeeeeean GS 14003
Computer Data Files Extracts (Summary of Extracted Daa Files) ... GS 14022
Computer Data (Input DOCUMENTS) ......ccvuiveiieiieiiieeiieeieeeceeies GS 14016
Computer Dictionary Reports (Data or Database Dictionary Reports)GS 14025
Computer Help Desk Logs and Reports..........ccocoveiviiiniinneinnennns GS 14029
Computer Job RUN FleS........cooiiiii e, GS 14017
Computer (Network Circuit INVentories)..........covcevviiiiiiiiiiiniieanennn. GS 14030
Computer Network Installation and Service Files ..................cccev.e.. GS 14031
Computer Print FileS .......ouiii e GS 14019
Computer Program Documentation............ccc.oevvveviineineennenneinenenn, GS 14005
Computer (Program Listings and Source COdes)..........c..ccvevvneinnnns GS 14004
Computer Run Scheduling RECOrdS..........ccoveeviiiiiiiiiiiiiece GS 14015
Computer Scratch RePOItS.........ocvviiiiiiiiiiiicece e GS 14024
Computer Services (Information Services).........cccovvvvviiviiiininennnn. GS 14
Computer (Site and Equipment Support Files) ...........ccccoeeeeiiennnnn. GS 14026
Computer (Software Review Files) ........cccooeviiiiiiiiiiii e, GS 14028
Computer (System and Database Backup Files) ........................... GS 14011
Computer Conversion

(Operating System Hardware Conversion Plan) ..............cc.ccoeeennnis GS 14009
Computer System Disaster Plans

(Disaster Preparedness & Recovery Plans) .............cocevvviiininnnnnn, GS 14010
Computer (System Documentation) ............oeviiviieiiiieiniiineeiae, GS 14008
Computer (System Specifications) ...........cooeeveiiiiiiiiiie e, GS 14002
Computer (System User Access FileS).......covvvviiiiiiiiiiiiiiieeen, GS 14012
Computer (Systems and Applications Development)...................... GS 14001
Computer (Test Data FileS)..........ocuiviiiiiiiiiece e GS 14006
Computer (Training Course Information) ............cccoevviiiiiieiininneennn. GS 14027
Computer Usage Files .........cooeiiiiiiii e GS 14013
Computer Usage Report, SUMMmMary ..........cccccoveeviiiiiiiiiiiiinieen, GS 14014
Computer Valid Transaction FileS............ccocovviiiiiiiiineceee, GS 14017
Computers - also See Data Processing, Information Services

Condemnations of Land .............cooviiiiiiiiiii e GS 24006
Constituent Correspondence (Legislative Correspondence)............ GS 19003
Construction Documentation, Capital Projects.............c...ccooeevveennnns GS 21010
Contingency Plans (Year 2000 Project File)..........ccooovviiiiiiiiinnns GS 14034
Contract Documents, PUrchasing ............ccoovviiieiiiiiiiiiicncee GS 06005
Contracts for Purchase, Purchased Services, Leases or Rentals..... GS 01050
CONIaCtS, ESCIOW ......cviiiiiiiiiiei i GS 01052
Contracts, MiICrofilm SEerviCes ..........c.oviiiiiiiiiiiii e GS 11002
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contracts, Personal SEIVICE. ........ciuiuiuiiii i GS 01051
Contracts, Pre-signed

(Contracts for Purchases, Services, Leases or Rentals) ................ GS 01050
Conversion Documentation (Year 2000 Project Files) .................... GS 14035
Conversion Planning (Year 2000 Project File) ............ccovviviiniiinnnns GS 14034
Copies of Correspondence, etc. (Reading or Day Files)................. GS 09004
Copies of Reports, Studies, Articles, Minutes
(Office ReferenCeFiles)......cciuiiiiiiii e, GS 09002
Copies, Undistributed or Extra
(Administrative Materials with no Retention Value) ........................ GS 50001
Copy Center Requests (Vendor Payment Files)...............ccccvevnee. GS 01004
Copy Machine Activity Logs (Duplicating Service Job Logs)............ GS 15005
Correspondence Files, General............cooeviiiiiiiiiiiieiieeeeeee, GS 09
Correspondence, E-Mail - See Correspondence
Correspondence, GENEral ..........cvuviriiiiieiiiiie e GS 09005
Correspondence, Legislative............ccccoeviiiiiiiiiii e, GS 19003
Correspondence, Official ..........cccovviiiiii e, GS 10007
Course Information RECOIdS ............viuuiiiiiiiiiiiiciiee e GS 22001
Course Registration Processing Records ............coocevvviveninnnnnnnn. GS 22002
Credit Card Usage or On-Line Ordering Back -Up Documentation,
AGENCY .ot GS 01018
Credit Cards, Reports for Individual Employee Travel .................... GS 01017
Credits, Employee Training/Clock Hour............cccoviiiiiiiicinieen, GS 03007
Customer Service AgreemMENt ........veviiviiiiii e GS 08003
-D-
Daily Cash Listings (Revenue Ledger) ........cccvviiiiiiiineieiiineenen, GS 01010
Daily Reports (DWP, DZOTHER) .......c.viiiiiiiiiieieiecec e GS 02003
Data Base Files, TeSt.....cciuirieiiiee e GS 14006
Data Circuit Service
(Telecommunications Service and Order Request) ............cc.ceevvenee. GS 08001
Data DOCUMENTALION ......euieitiet et eaens GS 14003
Data Element Attribute Reports
(Data or Database Dictionary Reports) ..........cceeveviiiineiieinnenennnn. GS 14025
Data Element Dictionaries (Data Documentation).......................... GS 14003
Data Entry Logs (Computer Usage Files) ..........ccocovveviiiiiiiiinnnnn. GS 14013
Data or Database Dictionary REPOIS...........ccvveriiiiieiiniiiiiiieinn, GS 14025
Data Processing - Also See Computers (Information Services)
Data Processing Operating Procedures ............coooveviiiiiiieninnnnnns GS 14007
Data Processing Unit's Copies of Output Reports............c.ccvvvenene. GS 14021
Data Processing Unit's Copies of Output Reports...............ccocvueenee. GS 14021
Database Backup Files, System and ............ccocceeiiiiiiiiiiiiineeene, GS 14011
Database Dictionary Reports, Data or..........cccoevviiiiiiineiieieeeenne, GS 14025
Day Files, ReadING OF ......c.uiiiiiiiiiiiii e GS 09004
DBMS Files (Valid Transaction Files)...........ccooeiviiiiiiiniiiiiinin, GS 14018
Deeds, Patents, Clear LiStS ........cocviuiiiiiiiiiiieee e GS 24008
Delivery Slips (Mail Pickup and Delivery Records)..............cc.c....... GS 13001
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Deposit Slips (Banking Records) ...........coveiveiiiiieiiiiiiiiiiieeeeeee, GS 01014

Depreciation Ledger (Asset Depreciation Reports) .................coee..e. GS 16002
Depreciation Reports, ASSEL ........ccc.vvuiviieiieiiiiieiieeeee e e GS 16002
Destruction (Scratch) REPOIS .......c.vvviviiiiiiiee e GS 14024
Destruction Lists (Record Disposal NOtiCeS) ...........ocevvevvneiiiinnnnnn, GS 11005
Dictionary Reports, Data or Database..............ccooceviiiiiiiiiiiiinnnnn, GS 14025
Directive (Agency Fiscal Policies and Procedures) ........................ GS 01014
Directives, Formal (Administrative Policies and Procedures)........... GS 10002
Disaster Preparedness and Recovery Plans .................ccocceeeeennen, GS 14010
Disbursement Records, Supplies, Commodities and Parts.............. GS 16005
Disbursement Vouchers (Warrant Register Summary) ................... GS 01001
Disposal Notices, Record (Record Disposition Notice) ................... GS 11005
Disposed Property Reports (Surplus Property Disposition Records) . GS 16003
Distribution Lists (Office Reference Files) ............coccoviiiiiiiiiinen, GS 09002
Distribution Lists, E-Mail, (See Electronic Mail)...............ccccoeevnn.e. Appendix C
Distribution of Accounts Payable .............cccoviiiiiiiiiiineeen GS 01007
Distribution of Payroll and Related Costs..........ccccovvviiviiiieiiennee, GS 01062
Doctors’ Reports (Injury Claims) .......cccovvviiiiiiiiieieeeeeeeee GS 03015
Drafts (Administrative Planning and Project Working Files)............. GS 09006
Drafts (Administrative Materials with no Retention Value) ............... GS 50
Drafts, Preliminary
(Administrative Materials with no Retention Value) ........................ GS 50001
DRS - Disbursement Reporting System Reports ............ccocvvvvenenne. GS 02009
DTRO —IN-Process REPOIS......cuiiuiiiiiiiiiiiieiieee e GS 02002
DTR-TAS REPOIMS .ttt GS 02001
Duplicating Service JOb Files ..........ccooviiiiiiii e GS 15005
-E-
Electronic Mail .........couiiiii e Appendix C
E-Mall .. Appendix C
Employee Appreciation/Recognition Ceremonies or Awards ........... GS 03021
Employee Attendance ReCOrdS ..........covvvviiiiiiiiiiiiiiiiicieeceeeieen GS 03030
Employee Files (Personnel Record Folders)............oocovvveieinennnen. GS 03001
Employee Information File - Supervisor's Copy ........ccccovvvvenvinnnnnnn. GS 03024
Employee, Misconduct (Personnel Complaints, Exonerated) .......... GS 03006
Employee Pay Status (Payroll FileS).......ccccovoviiiiiiiiiiicvcen, GS 03031
Employee Performance Evaluations ..............c.c.cccoiveiiiiiiineeins GS 03002
Employee PoSition FileS..........coooiiiiii GS 03010
Employee Recognition/Appreciation Ceremonies or Awards ........... GS 03021
Employee ReCIUIMENT ........ooviiiiiiii e GS 03012
Employee Rules and Regulations, Agency .........ccocceeevvvvviineinennnnn. GS 03020
Employee Suggestion Program...........cccoeeiiiiiiiiiiici i, GS 09013

Employee Training Course Records (Course Information Records) . GS 22001
Employee Training Course Registration

(Course Reg. Processing ReCOrdS) ..........oveuvveuiiiieeiniiineineieenns GS 22002
Employee Training History Files............ccooiiiiiiii GS 22003
Employee Training/Clock Hour Credits...........cc.ccooviviiiiiiiineinneennn. GS 03007
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Employee Travel Credit Cards, Reports for Individual .................... GS 01017

Employment Dates (Payroll Files — Retirement Verification) ............ GS 03032
Employment Verification Documents, 1-9 FOrms or ........................ GS 03036
Encumbrance and Liquidation Records .............ccocovvieiiiiiiinennnnnn. GS 01005
Engineering Drawings

(Building & Equipment Repair/Replacement, etc).............cc.ccoeevnnnes GS 21008
Engineering Plans (Physical Plant Maintenance and Operation, etc.)GS 21003
Equipment and Furniture INVENtONEeS ........cccovevviiiiiiiiiiieieeeen GS 16001

Equipment Depreciation Reports (Asset Depreciation Reports)....... GS 16002
Equipment Fuel Consumption Report

(Physical Plant Systems Monitoring And Inspection Records)......... GS 21007
Equipment Maintenance and Repair Records ...........c..ccoovvvviennenn. GS 16006
Equipment Repair and Replacement Records, Building and........... GS 21008
Equipment Requests, Supply and.............coooveeniiiniiinei e GS 06001
Equipment Service Histories (Site and Equipment Support Files) .... GS 14026
Equipment Support Files, Site and..............ccccoviiiiiiiiiciien GS 14026
ESCIOW AQrEEIMENTS. ...uiuiiit ittt GS 01052
Essential, Records Schedules -.............ccoooiiiiiiiii GS 11009
Essential Records (Record Transmittal FOrms) ...........c.c.cooeevvvnnnne. GS 11001
Evaluations (Presentation/Training Development Files).................. GS 22004
Examination Report, Internal Audit, Final Audit.............................. GS 04002
Examinations, Agency Copy, State Auditor's Report of................... GS 04003
Examinations, AuditS and ............c.cooeiiiiiiiiiii GS 04
EXecutive Calendars ..........ooouiiiiii i GS 10008
Executive Direction, Papers of ........ccccooiiiiiiiiiiiiiee e GS 10005
Executive Level Administration Files ............ccovviiiiiiiiiniin, GS 10
Executive Order

(Major Administrative Studies and Operational Plans) .................... GS 10001
Expenditure Ledger, Allotment and.............ccoeveviiiiiiiiiiiieieenee GS 01043
Expenditure Ledger, Program .........ccccoeeiviiiiiiiiieieiie e GS 01044
Expenditures (General Ledger) ......cocooviiiiiiiiiiiiiceeeeeeea GS 01009

Exposure Records
(Mat erial Safety Data Sheets [MSDS] or Allowed Substitute Record)GS 09017

Extracted Data Files, Summary oOf ..........ccocciviiiiiiniiiiieeee GS 14022

Eye Injuries, INjury Claims .........oooiiiiiiiie e GS 03016
-F-

Facilities HYAC Systems

(Physical Plant Systems Monitory & Inspection) .............cccovvvvvnenn.. GS 21007

Facilities Management ...........coeiuiiiiiii e GS 21

Facility Maintenance Work Orders, Files and Logs ...............c.ueenee. GS 21002

Facility Management Subject Files .........ccccooiviiiiiiiiicii i, GS 21009

Federal Expenditures (Time Keeping/Time and Effort) ................... GS 03035

Federal Revenues and Expenditures — FED ............ccooeiiiiiiiinnn, GS 02020

Field Orders (Vendor Payment Files).........c.ccovveiiiiiniiiiii, GS 01004

Final Examination Reports

(St. Auditor’'s Reports of Exam. Agency COpY).....cocovevvvvvenienennennnn. GS 04003

Third Edition - Summer 2001
12



Financial Reports, Daily ...........ccoiviiiiiii GS 02003

Financial Reports, Monthly..........ccoooiiiiiiiii e, GS 02005
Financial Reports, WeeKIy.........cccoviiiiiii e GS 02004
Finding Aids, Indexes and Tracking Systems.............ccoccvvvevvnnnnnnn. GS 14023
Firm Mailing BOOK .......cc.uveiiiiiieiieei e et e GS 13010
Fiscal and Accounting Operations ............coccoveereeieinninninneeneens GS 01
Fiscal Instructions (Agency Fiscal Policies & Procedures) .............. GS 01014
Fiscal Notes (Legislative Bill FileS).........cccoviiiiiiiiiiiiiiiiieeen GS 19002
Fiscal Office Administration Files.............cccooiviiiiiiiiin GS 01015
Fiscal Policies and Procedures, AgENCY.........ccvvvviieueeniinniinannennns GS 01014
Fixed Assets Inventory FileS.........ccooovviiiii e GS 21001
Fixed Equipment Inspections Reports
(Physical Plant Systems Monitoring And Inspection Records)......... GS 21007
Floor Plan Layout (Space Allocation Planning Files) ...................... GS 21006
Flowchart (Technical Program Documentation) ..............cc.ccocvevuinne. GS 14005
FOrm History FilesS ..o GS 12001
Form INVentory FileS........c.oiiiiiii e, GS 12003
FOrm Order REQUESES .......c.iiiiei et GS 12002
Forms, Blank, Unnumbered
(Administrative Materials With No Retention Value) ....................... GS 50001
Formal Directives (Administrative Policies and Procedures)............ GS 10002
Formal Opinions (Attorney General OpinioNS) ..........ccoovvvviniiienneen. GS 18001
Forms Management Program Subject Files .............ccocoeiviiiiinnnnnn, GS 12004
FOrms Management.........vuuiuieiieiieeier e e GS 12
Furniture Inventories, Equipment and...............ccooeviiiiiincineeeene, GS 16001
-G-
Garnishments (Payroll REPOIS) .........ovuuiiiiiiiiieiiecieeeec e GS 03033
General CorreSPONUENCE ......uveieieiie et e e eeeens GS 09005
General Documentation, Administrative Subject Files and ............. GS 10003
General Ledger Accounts (DTR9 — In-Process Reports)................. GS 02002
General Ledger INterface.........oo.viviiiiiiiiiiec e GS 16002
General LEAQEr ......cuiiii e GS 01009
General Office Meetings, Minutes and Files of .................cccoien. GS 09009
General Office OPerations .........cc.vvueiieniiiiieiee e GS 09
General Records Retention Schedules.............coccovviiiiiiiiiineennns GS 11004
General Requests for Information............ccoovviiiiiiiii e, GS 05002

Goods and Services
(Contracts for Purchases, Purchased Services, Leases or Rentals) . GS 01050

Governing Body Meeting Files and Minutes ..............ocooovvvviinnennnn. GS 10004
Grant Awards (Grants Received by State Agencies)...................... GS 23004
Grants Issued by the State — Applications Denied......................... GS 23002
Grants Issued by the State — Program Files .............ccooovviiinennnnn. GS 23003
Grants Issued by the State - Successful Application Admin. Files .... GS 23001
Grants Management ..........c.ooeuiiiiiiiiie e GS 23

Grants Received by State AQENCIES.........c.ccuvveriiiiiiiiiiieieees GS 23004
Graphics and Visual RESOUICES .........cc.oveiiiiiiiiiiieiieieieceeeeee, GS 15007
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GHEVANCE FIlES ....veeei e GS 03003

Grievances Files, Affirmative ACtON...........ccocoviiiiiiiiiiiii GS 20004
-H-

Handicapped (Reasonable Accommodation Files)......................... GS 03011

Hardware Conversion Plans, Operating Systems ...............cccocevneee. GS 14009

Hazardous Chemical
(Material Safety Data Sheets [MSDS]Jor Allowed Substitute Record) GS 09017

Help Desk Telephone Logs and RepOrtS ........cccvvvvivviiiiininienevannnn GS 14029
-l-
I-9 Forms or Employment Eligibility Verification Documents............ GS 03036
Imprints, Statement of Mailing with Permit.....................c.cooin, GS 13009
Indexes and Tracking Systems, Finding Aids, ..........cocooeieiiiinnnnnns. GS 14023
Individually Employee Travel Credit Cards, Reports of ................... GS 01017
Informal Attorney General Opinions (Attorney General Letters) ....... GS 18002
Information, General Requests for ..........ccovevviiiiiiiiiiii GS 05002
Information-Only Copies
(Administrative Materials With No Retention Value) ....................... GS 50001
INFOrMAtioN SEIVICES ... ceuiiiiii e GS 14
Information Services - also See Computers, Data Processing
110 Y2 = 1 gL GS 03015
INJURY ClAIMS, EYE ...ouiiiiiiii e GS 03016
In-Process Reports, DTRO.......oiiiii e GS 02002
INPUE DOCUMEBNTS.....oiniieiiiee e GS 14016
Insurance Plans (Payroll Files).........cccooviiiiiiiiiiiicc e GS 03031
Interagency Agreements (Microfilm Services) ..........ccooeveeiinnnnnnn. GS 11002
Interagency Agreements and Contracts (Revenue Reports)............ GS 01011

Interagency Agreements
(Contracts for Purchases, Purchased Services, Leases or Rentals.. GS 01050

Interagency Billing (Vendor Payment Files)...........cccocevviiiiiniinnenn, GS 01004
Intermediate Files, WOrk OF.........cccoiiiiiiii e GS 14017
Internal Audits, Final Audit or Examination Report ................c.c...... GS 04002
Internal Audits, Working Papers and Reports.............ccocveenevnnnnen. GS 04001
Internal Revenue Reports (Payroll Reports).........ccccoveevvviiieinennnen. GS 03033
Internet Usage (Network Usage Files).........coccoevvviiiiiiiiiiinieen, GS 14023
Interview Documentation (Employee Recruitment)..................coeen.e. GS 03012

Intra-agency Agreements
(Contracts for Purchases, Purchased Services, Leases or Rentals.. GS 01050

Inventories, Equipment and Furniture...............ccoveiveiniin e, GS 16001
Inventories, Supplies, Commodities and Parts ...............c..ccocevnnnen GS 16004
Inventory Documentation, RecOrds ...........ccocvviiiiiiiiiiieiieieeeeen, GS 11010
Inventory Files, FIXed ASSELS .....cvuvvviiiiiiieieee e e GS 21001
INVENLOrY, Land.......c..ooniiiiie e GS 24003
INVItAtioN 10 Bid.......oeeiiiiiie e GS 06004
Invoice Vouchers (Vendor Payment Files) ...........ccooeviiiiiiiiiinnnenn, GS 01004
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IRS — IRS 100-IRS 110 REPOIMS...cuitiiiiiiiiii i GS 02010

IRS Information (Payroll Files)...........cccoviiiiiiiii e, GS 03031
IRS RepOrting FOMMS .....oeiiiiicic e GS 01019
IRS Reports (Payroll REPOrS).........cocuvvveiiiiiiieiieieieeeeeevee e GS 03033

-J-
Job Files, Publication ............coovuiniiiiee e GS 15003
JOD SPECIfICALIONS ......iviiiiieii e GS 03008
Journal Summary, Cash ReCeIptS.........ovvviiiiiiiiiiiiivceeeeeeas GS 01008
Journal Vouchers — Posted 10 AFRS ........coviiiiiiiiiicccce GS 02007
Journal VOUCKNETS .......iiiiii e e e GS 01006

K-

-L-
L & I Injury Claims (Injury Claims) ..........coovieiieiiiiieiiieiieeeeeeee GS 03015
L & | Quarterly Reports (Payroll REPOItS)........oceuevriiviiiiiiineiiin e, GS 03033
L & I Forms (Volunteer FilesS) ........ccuviviiiiiiiiieiiie e GS 03017
L & | Quarterly Reports (Payroll Reports)........ccccocoviviiiiiiniiiie e, GS 03033
Labor Union Relations File ... GS 09014
Labor, Union CONIAaCES ........couuiiiiiiiiieiiie e GS 09015
Land Acquisition Documentation ..............coveveiieiiiiiiiiieeeeeeee GS 24004
Land Administration Files ..........cooeveviiiiiiiie e GS 24002
Land APPraiSalS.......cc.virniiiiiiiie e GS 24001
Land, Condemnations Of ..........c.couiiiiiiiiii e GS 24006
Land Patents (Deeds, Patents, Clear LiStS)...........cccocevvviviinniinnennn, GS 24008
Lands INVENTOMY ....vuieiiii e e GS 24003
Land Titles (Deeds, Patens, Clear LiStS)............ccocoveeieiiiiiinennennn. GS 24008
Land, Condemnations Of .............coooiiiiiiiiiiiii GS 24006
Land Escheated to the State............coooeiiiiiiiii GS 24005
Lawsuit Documentation
(Attorney General's Case Files-Agency COopY) .......oceuveerniirneenneennnns GS 18004
LeaSE FIlES.. e e GS 21005
Leases
(Contracts for Purchases/Purchased Services, Leases or Rentals) .. GS 01050
Leases (Tenant RECOIAS)........viuiiiiieiiiiiie e GS 21004
Leave (Personnel Record Folder)..........coovoveiiiiiiiiiiiieeeee, GS 03001
Ledger, Allotments and Expenditure ...........c.cooeoveiiiiiiinineiieneenn, GS 01043
Ledger, GENEIAl ........iieiiie e GS 01009
Ledger, Program EXpenditure .............cooveeiviiniiiiiiinceeeeeees GS 01044
Ledger, REVENUE. ... ... GS 01010
Legal FlES ......covnie i GS 18
Legal ISSUES FlES .. ...cuu e e GS 18003
Legislation, AgeNnCy REQUESL...........cvviiiieiieiiicciee e GS 19001
Legislative Bill FIleS ........cceuiiiiii e GS 19002
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Legislative Committee Reports (Agency Request Legislation)......... GS 19001

Legislative Contact REPOMS .........ovviiiiiiieiei e GS 19005
Legislative COrreSpoNdENCE.........cc.vvviiuieiiei e eeann GS 19003
Legislative RelationS ...........couviuiiiiiiie e GS 19
Liquidation Records, Encumbrance and...............ccocceviviiinenenne. GS 01005
Lobbying Reports (Public Disclosure Report)...........ccoeevviviviinnneen. GS 19004
-M-
Machine Language Instructions (Program Listing and Source Code) GS 14004
Mail Pickup and Delivery RECOrds ............cooeeuiiiiiiiiiiiiiiiiiiiieeee GS 13001
Mail Services SubjeCt FileS ........ccooviiiiiiiii GS 13002
Mal SEIVICES ... et GS 13
Mailing Book, Firm........ccoiiiii e, GS 13010
Mailing Permits
(Applications and Permits — Periodical Malil (2”CI Class))...ccocceevnninnns GS 13005
Mailing Permits (Statement of Mailing Second Class Publications) .. GS 13006
Mailing Permits (Statement of Mailing with Permit Imprints)............ GS 13009
Mailing Second Class Publications, Statement of .......................... GS 13006
Mailings, Statement of Bulk Rate.............cccooiviiiiiiiiii GS 13008
Maintenance and Repair Records, Equipment ................cccoeeveennen. GS 16006
Maintenance and Repair Records, Motor Vehicle.......................... GS 16007
Maintenance Log (Technical Program Documentation) .................. GS 14005
Major Administrative Studies and Operational Plans ...................... GS 10001
Management Reporting System (MRS).........ccoooiviiiiiiiiinineen, GS 02008
Manuals (Equipment Maintenance and Repair Records ................. GS 16006
MaSter JOD CardsS ........oeuiieiiiie e e e GS 15002
[V 1S3 = o] o TN 10T PPN GS 15001
Material Safety Data Sheets (MSDS) or Allowed Substitute Record. GS 09017
Meeting Files And Minutes, Governing Body ............cocovvviiieinennnee, GS 10004
Meeting Files and Minutes, Governing Body ..............coooovviivinennnnn. GS 10004
Meeting Minutes (Minutes and Files of General Office Meetings)..... GS 09009
Meeting Minutes, Recordings of ...........ccoovviiiiiiiiiiiiiin Appendix A
Meeting Schedules ( Executive Calendars)...........c.c.ccevvviviinniinnenn, GS 10008
Meter Reading
(Physical Plant Systems Monitoring & Inspection Records)............. GS 21007
Meter Readings, POStage ........coveviiiiiiiiiiee e GS 13003
Microfilm Records (Record Transmittal Forms)...........c.cccooeevveennen. GS 11001
MICIOfilm SEIVICES ...t GS 11002
Minority and Women's Business Enterprise Reports (QWP)........... GS 02006
Minutes and Files of General Office Meetings ...........cc.ccoevvvvinnneen. GS 09009
Minutes and Files of Policy-Setting Meetings ............cc.ccoevvvvienneen. GS 09010
Miscellaneous Payroll Deductions (Payroll FileS).............c.covvenin.e. GS 03031
Miscellaneous Payroll Deductions (Payroll Deduction Register) ...... GS 01061
Monitoring and Inspection Records, Physical Plant........................ GS 21007
Monitoring Reports (Legislative Bill FileS) ..........ccocovviiiiiiiiiiiin, GS 19002
Monthly Approved Allotment and Revenue Reports — MAP............. GS 02005
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Monthly Combined Approved and Adjusted Allotment Reports - MCP

(MONthlY REPOI) ..viiieii e e GS 02005
Monthly Financial Statement Reports — MFS (Monthly Report)........ GS 02005
Monthly General Ledger Trial Balances —SWM..............c.coovveenee. GS 02005
Monthly Reports (MAP, MFS, MCP, MTR, SWM)..........ccovvvvvennnnne. GS 02005
Monthly Treasurer Accounting System Reports - MTR ................... GS 02005
Monthly Working Paper Reports- MWP ..........c.ccooviiiiiiiine, GS 02005
Motor Vehicle Maintenance and Repair Records ...............ccceenene. GS 16007
MRS — Management Reporting System.............ccocoveiiiiiiiiiiennennn. GS 02008
MSDS (Material Safety Data Sheets or Allowed Substitute Record). GS 09017
-N-

Negatives (Graphics and Visual RESOUICeS) ..........ocvvvviveeneinnnnnn. GS 15007
Negotiation Files (Union Labor Contracts) .............ccocceevvviiieiennnnn. GS 09014
Network Circuit INVENTONES ........oveuiiiiecie e GS 14030
Network Implementation Project Files ..............ccooviiiiiiiiiiniinn, GS 14034
Network or Circuit Installation and Service Files ................ccooeevee. GS 14031
Network Services

(Telecommunications Service and Order Requests)..............c...o.... GS 08001
Network Usage FileS .....c..ovuiiiiiiii e, GS 14032
Network Usage REPOIMS .......couiiriiiiiici e GS 14033

Network Working Diagrams (Network Implementation Project Files) GS 14034
News Releases

(Administrative Subject Files and General Documentation) ............ GS 10003
Newsletters and Bulletins, Internal and External ............................ GS 05004
Newspaper Clippings
(Admin. Subject Files & General Documentation) .......................... GS 10003
Non-Appropriated Items (Distribution of Accounts Payable)............ GS 01007
Administrative Materials with no Retention Value........................... GS 50
Notices (Agency Fiscal Policies and Procedures).................cceeen.e. GS 01014
-O-
Office Meetings, Minutes and Files of, General ............................. GS 09009
Office Policies And Procedures, Routine General .................c......... GS 09001
Office Reference FileS ..o, GS 09002
Official AppoINtMENt RECOIS .........cvvviiiiiiiiiieieee e GS 10012
Official COIrreSPONAENCE. ........cvviiiiiiiiiii e GS 10007
On-Line Ordering Back-Up Documentation, Agency Credit
(0= 1o I U ST To [T o | PP GS 01018
On-The-Job Trainee FileS..........coouiiiiiiiiiii e GS 03023
Operating Budgets, Capital and..............ccoeveviiiiiiiiii e, GS 01041
Operating Procedures, Data Processing............coovveuveeeiniinennennnn. GS 14007
Operating System Hardware Conversion Plans..............ccc.ccooeevnees GS 14009
Operational Plans, ROULINE ...........coooiiiiiiiiiieee e GS 09008
Orders (Agency Fiscal Policies and Procedures)..............coccveuvnen. GS 01014
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Organization Charts

(Admin. Subject Files and General Documentation)....................... GS 10003
Output Reports, Data Processing Unit's Copies of ................ccceenee. GS 14021
Ownership, Management and Circulation, Statement of ................. GS 13007
-P-
Papers of Executive DIreCtion ...........cc.ccovviiiiiiiiiiiieceeece GS 10005
Parts Disbursement Records, Supplies, Commodities and.............. GS 16005
Parts Inventories, Supplies, Commodities and ...............cc.ccoevevnnne. GS 16004
Password Files (System Users Access FileS)..........cooovvviiiiinnnnnn. GS 14012
Patents, Clear Lists, DEEAS ........c..viiuiiiiiiiiiiieic e GS 24008
Payable/Receivable Relationship —PAY ......ccociiiiiiiiiiiiiee e, GS 02020
Payment and Performance Bonds (Vendor Bonds)........................ GS 06006
Payroll and Related Costs, Distribution of..............c.ccooviiiiiiiinen, GS 01062
Payroll Certification (Payroll REPOItS).........cocevveiiiiniiiiiiiiiei, GS 03033
Payroll Deduction REQISEIS........c..viiriiiieiieie e GS 01061
Payroll Distribution and Related COStS.........cocovvvivviiiiiiiiiiiieeenn GS 01062
Payroll Files — Retirement Verification...............cccccoviviiiiiicieeenen, GS 03032
Payroll FIlES. ... GS 03031
= 1Y (0] | (=T oo o £ GS 03
Payroll REJISIET ... ...t GS 01060
Payroll REPOIMS ... GS 03033
Payroll Registers, Year-to-Date ..........c.ccovvvviiiiiiiiiiiiiiiineecee GS 01063
Performance Evaluations, Employee.............cooviiiiiiiiiiiiinenenn, GS 03002
Performance Notes (Employees Information File-Supervisor's Copy)GS 03024
Periodical Mail (2" Class), Applications and Permits — .................. GS 13005
Personal Holidays (Attendance Records) ..........ccccoveviviiiiinennn, GS 03030
Personal Messages
(Administrative Materials with no Retention Value)......................... GS 50001
Personal Service CONtracCtsS .........coeuvveiiiieiieiiei e GS 01051
Personnel Activities Summary (Personnel Reports)............cc......... GS 03009
Personnel Board, Appeals to the ........c.coeiiiiiiiiiicie GS 03004
Personnel Complaints - Upheld...........ccooiiiiiiiiee, GS 03005
Personnel Complaints, Exonerated.............c.cooceviiviiieiieiiieinieeene, GS 03006
Personnel New Hire (Personnel RepOrts) ........cocovvveviniiieniinnnnen, GS 03009
Personnel Non-Permanent Tracking (Personnel Reports)............... GS 03009
Personnel Position Changes (Personnel Reports) ..........c...ccooeevneee. GS 03009
Personnel Position Costs (Personnel Reports) ..........cccoccevvvvienneee. GS 03009
Personnel Record Folders ........ ..o GS 03001
Personnel RECOIAS .......c.uiuiiiiii e GS 03
Personnel REPOMS.......cuiiiiiii i GS 03009
Personnel Under-fill/Over-fill/Multi-fill (Personnel Reports).............. GS 03009
Photographs (Graphics and Visual Resources)..........c.cccoveevvvennnn. GS 15007
Physical Plant Maint enance and Operations, Reference
Drawings & FileS . ... covuiiiii e GS 21003
Physical Plant Systems Monitoring and Inspection Files................. GS 21007
Pickup Slips (Mail Pickup and Delivery Records)................ccc.ccuneee. GS 13001
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Planning and Project Working Files, Administrative ....................... GS 09006

Planning and Studies, Reports of Routine ...........c.coocvviviiiinennnen, GS 09007
Plans, Major Administrative Studies and Operational ..................... GS 10001
Policies and Procedures, Administrative ..............coccoveeneiiniinnnennnn. GS 10002
Policies and Procedures, Agency Fiscal............ccoocoveiiiiiiiinnennnn. GS 01014
Policies and Procedures, Routine General Office...............c..cc..ee. GS 09001
Policy or Procedural, Complaints............ccooeviviiiiiiniincnce GS 09016
Policy-Setting Meetings, Minutes and Files of ...................coeeni. GS 09010
POSItION FlES ...cenieeeiiee e GS 03010
Postage Due Bill (Record of Postal Charges)...........c.coovcvevevnnnnnnn. GS 13004
Postage Meter RECOIAS........cvuiiuiiiiiiiice e GS 13003
Postal Charges, Record Of ........coooiiiiiiiiii e GS 13004
Preliminary Drafts

(Administrative Materials With No Retention Value) ....................... GS 50001
Presentation Materials (Training Files - General Public)................. GS 05007
Presentation/Training Development Files ............ccocovviiiiiiiiiiinnn, GS 22004

Pre-signed Contracts
(Contracts for Purchases, Purchased Services, Leases or Rentds). GS 01050

PreSS REICASES .......uiiiieiii et GS 05003
Print Files Not Used to Document a Transaction........................... GS 14019
Printing (Master JOb Cards)..........ooveuvieuiiiiiieiii e GS 15002
Printing (Master JOD LOGS)........uviruiieiiiiieieciiecne e GS 15001
Printing Graphics and Visuals Resource Files................cccovvevnnnen GS 15007
Printing (Publication Job FileS)........ccccooiiiiiiiiiii e, GS 15003
Printing Masters, Camera-Ready Copies and ................ccocevevvnnnnn. GS 15004
Printing Requisitions (Vendor Payment Files) .............ccccocevvveennnn. GS 01004
Printing Services Subject Files

(Publication and Duplication Subject FileS)............ccoveeiiiiiiineinnnns GS 15006
Printing Services (Publication and Duplication Services) ................ GS 15
Printouts (Print Files Not Used to Document a Transaction) ............ GS 14019
Procedural Complaints, POIICY OF.........cc.covviiiiiiiiiiicneea GS 09016
Procedural Instructions (Agency Fiscal Policies and Procedures).... GS 01014
Procedures Manuals (Administrative Policies and Procedures)....... GS 10002
Production Activity Logs (Duplicating Service Job Files)................. GS 15005
Program Code (Technical Program Documentation) ...................... GS 14005
Program Expenditure Ledger ..........oovveuiiiiiiiieiiiie e GS 01044
Program Listing and Source Code............ccoceuveiriiiiiiiiiiiiniiinieen GS 14004
Project Design Plans

(Administrative Planning and Project Working Files) ...................... GS 09006
Project Working Files, Administrative Planning and ....................... GS 09006
Proofs (Publication Job FileS)..........cccoviiiiiiiii e GS 15003
Property Disposal REQUESES..........c.vvuiiiieiieiei e GS 06003
Property Disposition Record, SUrplUS .............ccoceviiieiiniiiiiiiei, GS 16003
Property Management RECOIAS ............vveviiiriiiiiiiee e GS 16
Public Affairs and Public Disclosure............c.coooviiiiiiiiiiinenee, GS 05
Public Disclosure Act, Requests and Appeals.............ccoceevvinennnnn. GS 05001
Public DiSClOSUre REPOIS........iviiei e e GS 19004
Public Disclosure, Public Affairs and............cccoccoviiiiiiiiniinnn, GS 05
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Public Information Office, Administrative FileS............c.ccoeveveninnnen. GS 05006

Public Information Office, Subject Files .............coovvviiiiiiiiiinenn. GS 05005
Public Training Files - General ...........cccooveiiiiiiiiiici e GS 05007
Public Works Projects (Public Works Requisitions)........................ GS 01012
Public WOrks REQUISITIONS ......c.uveiiiiiiieieeieeie e GS 01012
Publication and Duplication Subject Files ..............cccocovviiiiiiiinnen, GS 15006
Publication and Duplication Services ...........cccoccovviiiiiiniiiiiininne, GS 15
Publication Graphics (Graphics and Visuals Resources) ................ GS 15007
Publication JOb Files ... GS 15003
Publications, Stocks of
(Administrative Materials with no Retention Value) ........................ GS 50001
Published Materials
(Administrative Materials with no Retention Value) ........................ GS 50001
Purchase AUTNOIILY .......ooveiiii e GS 06002
Purchase Contracts
(Contracts for Purchases/Purchased Services. Leases).................. GS 01050
Purchase Orders (Vendor Payment Files) ...........ccccoeviiiiiiiinennnen, GS 01004
Purchase Requisitions (Vendor Payment Files)..............cccccoevveennen. GS 01004
Purchased Services, Contracts for Purchase, Leases or Rentals..... GS 01050
Purchasing Contract DOCUMENES ..........ovviiiiiiiiiiciieiiee e GS 06005
Purchasing RECOIAS .......ccuuiirniiiiii e GS 06
-Q-
Quality Improvement Documentation ............cccovevviviiiieiiieinenennnn. GS 10011
Quarterly Report of Wages ......c.ovviiiiiiiiiiieceeeeeeee e, GS 01064
Questionnaires (Administrative Planning and Project Working Files) GS 09006
QWP — Quarterly REPOIS.......ccuiviiiiieieiiei e GS 02006
-R-
Reading or Day Files ..o GS 09004
Real Property Management ............ccuvveuieiiiiieiiiecec e GS 24
Reallocation Documentation (Position Files) ............ccoocivviiiinnnnn, GS 03010
Reallocations (Position FileS)........cooviviiiiiiiiis e GS 03010
Reasonable Accommodation Files............cocoviiiiiiiiiiiiiiii, GS 03011
Receipts (General LEdger) ......ccuuviniiiiiiiiiee e GS 01009
Receivable/Payable Relationship —REC.............ccoooiiiiiiiini, GS 02020
Reconciliation Statements (Banking Records) ............ccocceevvvnnnnnne. GS 01013
Record of Postal Charges..........ccovvviviiiiiiiic e GS 13004
Record Transmittal FOrMS ........c.oveiiiiiiii e GS 11001
Recordings of Meeting MiNULES ............occiviiriiiiiiiiiiiece e Appendix A

Records Center Requests
(Requests for Return of Records From the State Records Center) .. GS 11006

Records Disposition NOICES ........ovuvviiiieiiii e e e GS 11005
Records Inventory Documentation.............ccceveviiiineineieeeeeeennsn GS 11010
Records Management Policies and Procedures ..............c.ccovveenee. GS 11008
Records Management Program Subject Files ...............cc..coovvenen. GS 11007
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Records Management ReCOrdS...........cccvviiiiiiiiiiici e GS 11

Records Retention Schedules — Agency SpecifiC...........cooeevvvnnnnn. GS 11003
Records Retention Schedules — General.............ccocvviiiiiiicinn e, GS 11004
Records Schedules —Essential ............ccoovviviiiiiiiiiiici GS 11008
Recruitment, EMPIOYEE ........coviiiiiiieie e GS 03012
Reduction in Force (RIF) Files, AGENCY ........ccvviviiiiiiiiieieiieen, GS 03019
Reduction in Force (RIF) Plan, AQeNCY .........ccooiviiiiiiiiiinciicen, GS 03018
Reference Files, OffiCe...... ... GS 09002
Refunds (Claims Warrant RegiSter) .........cccovvviiiiiiiiiiiiiieeceeene, GS 01003
Registrants’ Roster (Course Registration Processing Records) ....... GS 22002
Registration (Course Information Records)..........cccccoeeviviiieinennnnn. GS 22001
Regulations (Agency Fiscal Policies and Procedures) .................... GS 01014
Regulations (Washington Administrative Code), Rules and ............ GS 10009
Rentals

(Contracts for Purchases, Purchased Services, Leases or Rentals). GS 01050
Rented Facility (Tenant Record) .........cccovviiviiiiiiiiiiiiineeeea GS 21004
Re-organizational Plans (Major Admin. Studies & Operational Plans)GS 10001
Repair Records, Equipment Maintenance and ..................ccceeveenee. GS 16006
Reports of Routine Planning and Studies .............cccooeviiviiiinnnn, GS 09007
Reports, Annual and Biennial ..............ccoooiiiiiiiini i GS 10010
Requests for Return of Record from State Records Center ............. GS 11006
Requisition, PUBlIC WOIKS ..o GS 01012
Requisitions, Purchase (Vendor Payment FileS) .............cc.coovveeninne. GS 01004
Research Materials

(Administrative Planning and Project Working Files) ...................... GS 09006
Resume (Personnel Record Folder).........ccoovvviiiiiiiiiiiiicceee, GS 03001
Resumes Received — Not Interviewed, Applications/...................... GS 03022
Retirement Verification, Payroll Files — ..........ccocoviiiiiiiiiiiineeenn GS 03032
Retirement Verification, (Payroll Register) ...........ccoovviiiiiiiiiiinnnenn, GS 01060
Return of Records From State Records Center, Requests For ........ GS 11006
Revenue Allotments (Budget Activity and Status Reports).............. GS 01045
REVENUE LEAGET ... i i GS 01010
REVENUE REPOIS ..ttt e e GS 01011
RFP’s (Grants Received by State Agencies) ........ccccovvvveeveeneenennnnn. GS 23004
Routine General Office Policies and Procedures ...............ccooeevneee. GS 09001
Routine Operational PIans ............cooeviiiiiiiiicee e GS 09008
Routine Planning and Studies, Reports of ...........cccccoeviiiiiiiiiinenn, GS 09007
Routine Requests (Transitory Administrative Files)........................ GS 09003
Routing Slips (Administrative Materials With No Retention Value) ... GS 50001
Rules (Agency Fiscal Policies and Procedures)...............c.ccocveevnee. GS 01014
Rules and Regulations (Washington Administrative Code).............. GS 10009

-S-

Salary Dates (Payroll Files — Retirement Verification) .................... GS 03032
Samples (Publication Job FileS) ..........cccoviiiiiiii GS 15003
Savings Bond Sign-ups/Deposits (Payroll Reports)...............c......... GS 03033
Savings Bonds (Payroll REPOIS) .........c.vvviiiiiiiiiiiiic e GS 03033
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SCAN Account Detail REPOIt ........ooiviniiiiieieeee e, GS 08004

SCAN System Authorization RequeStS...........ccceevvvviiiiiiiieiinieenn, GS 08002
Scratch Reports, DeStruCtion ..........oceuviiiiiiiiie s e, GS 14024
Sealed Bids (Invitation t0 Bid) ..........ccocovviiiiiiiiii e, GS 06004
Second Class Applications and Permits — Periodical Mail............... GS 13005
Second Class Publications, Statement of Mailing .......................... GS 13006
Security Logs (System Users Access Files) ..........ccooiviiiiininienn. GS 14012
Selective Certifi cation Documentation (Position Files).................... GS 03010
Service Files, Network or Circuit Installation and ........................... GS 14031
ShAred LEAVE ... ... GS 03034
Sick Leave (Attendance ReCOords)..........cooveuvviieiiiiiiiiiiieieeeeneean, GS 03030
Site and Equipment Support Fles..........oocooviiiiiiiii e GS 14026
Slides (Graphics and Visual RESOUICES)..........ccvvvvviineieiiiiiainennen. GS 15007
Software ReView Files ..o, GS 14028
Source Code, Program Listing and............ccooovivviiiiiiiniiineeen, GS 14004
Space Allocation Planning Files ..........ccccooviiiiiiciiiee, GS 21006
Specifications, SYStEMS ........oiiiiiii i GS 14002
Speeches and WIItINGS ......ovviiiiii e GS 10006
State Auditor's Report of Examinations, Agency Copy ................... GS 04003
State EMPIoyee TraiNiNg .....c..vvvniieiiiiieei e GS 22
State Vehicle Usage RepOItS .........cc.vviviiiiiiiiicii e GS 07003
Statement of Bulk Rate Mailing ...........ccooviiiiiiiiinii e GS 13008
Statement of Mailing Second Class Publications ........................... GS 13006
Statement of Mailing with Permit Imprints...............cc.cooiviiiininn. GS 13009
Statement of Ownership, Management and Circulation .................. GS 13007
Statistics (Administrative Planning and Project Working Files)......... GS 09006
Statistics (Quality Improvement Documentation) ..................coc...... GS 10011
Status Reports, Budget Activity and...........ccoceveiiiiiiiiiiiii GS 01045
Stenographic Notes or Tapes (Recording of Meeting Minutes)........ Appendix A
Strategic Plans

(Major Administrative Studies and Operational Plans) .................... GS 10001
Studies, Reports of Routine Planning and ................ccccoooviiinn. GS 09007
Studies and Operational Plans, Major Administrative ..................... GS 10001
Subject Files and General Documentation, Administrative............... GS 10003
Summary Computer Usage RepOIt .........cccooveiiiiiniiiiieieeeeeen, GS 14014
Summary of Extracted Data Files ............ccoooviiiiiiiiiiiiiee GS 14022
Supervisor's Copy, Employee Information File ....................coo. GS 03024
Supplies, Commodities and Parts Disbursements Records............. GS 16005
Supplies, Commaodities and Parts Inventories ..............ccoceeevvvennnnn. GS 16004
Supply and Equipment REQUESES.........c..oeviiiiiieii e GS 06001
Supply Requests (Fiscal Office Administrative Files)...................... GS 01015
Surplus Property (Fixed Assets Inventory Files)..........ccccoevvvennnnn. GS 21001
Surplus Property Records (Property Disposal Request) ................. GS 16003
Surveys (Administrative Planning and Project Working Files)......... GS 09006
Surveys (Reports of Routine Planning and Studies)....................... GS 09007
System and Database Backup Files ..........ccccooiviiiiiiiiii, GS 14011
System Backup (Data Processing Operating Procedures).............. GS 14007
System Change Notices (Technical Program Documentation)......... GS 14005
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System DOCUMENtation ............oeuiiiiiiiee e GS 14008

System User AcCESS FIleS .......cviviiiiiii i, GS 14012
Systems and Applications Development..............coocoveeieiiiiinennnnen. GS 14001
Systems SPeCifiCationsS .........cvuveeiiiiiiiire GS 14002
-T-
Tape Library (Data Processing Operating Procedures)................... GS 14007
TAPRPT — The Allotment Preparation System ..........c.c.cccovevvvenneen. GS 02011
TAS RepOrtS, DTR ... e GS 02001
Team Incentive Program (TIP) Documentation, Brainstorm/............ GS 09012
Technical Program Documentation ............coevviiiiiiieieieeieeeanas GS 14005
Telecommunications Customer Service Agreements ..................... GS 08003
Telecommunications Service and Order Requests...............ccoeuveenns GS 08001
TeleCOMMUNICALIONS .. ... e e GS 08
Telecommuting Agreements (Personnel Record Folder)................. GS 03001
Telephone Logs (General Requests for Information)...................... GS 05002
Telephone Logs and Report, Help DesK...........ccocovvviiiiiiiiiiiiinnnns GS 14029
Telephone Logs, Routine, Calendars, Appointment Books.............. GS 09011
Telephone Message Slips (Transitory Administrative Files) ............ GS 09003
Telephone Messages
(Administrative Materials with no Retention Value) ........................ GS 50001
Telephone Service
Telecommunications Service and Order Requests).............c.......... GS 08001
TeNANT RECOIAS ... e GS 21004
Test Database FilesS .........c.uviiuiiiii e GS 14006
Test Planning (Year 2000 Project File)........ccoevviiiiiiiiiiiiicceeens GS 14034
Time Keeping/Time and Effort............cocooiiiiiiii e GS 03035
TIP (Team Incentive Program (TIP) Documentation, Brainstorm/).... GS 09012
To-Do Lists (Executive Calendars) ..........coovveuveeiiiiniiiiiieeieeiee GS 10008
Tracking Systems, Finding Aids, Indexes and ................cccoceveiinnns GS 14023
Trainee Files, ONn-The-Job ... GS 03022
Training Course INformation..........cc.vvuviiiiiiieiee e GS 14027
Training Development Files, Presentation/...............ccccooiiiiiiiniinns GS 22004
Training Files - General Public............cccooeiiiii GS 05007
Training History Files, EMPIOYEE ..........covviiiiiiiiiiiieeeee e GS 22003
Training Materials (Presentation/Training Development Files)......... GS 22004
Training Materials (Quality Improvement Documentation) ............... GS 10011
Training Plan (Position Files) ..........cooviiiiiiiiie e GS 03010
Training, State Employee (Course Information Records)................ GS 22001
Transitory Administrative Files ...........coooiiiiiiiiiic e GS 09003
Transmittal FOrms, RECOrd ...........coooiiiiiiiiiiiiic e GS 11001
Transmittal Memos
Administrative Materials with no Retention Value) ......................... GS 50001
Travel AUtNONZALIONS .....c.uie i GS 07002
Travel Credit Cards, Reports for Individual Employee .................... GS 01017
Travel Expense Payment (Vendor Payment Files)......................... GS 01004
Travel EXPense VOUCNEIS. .........ocuiiiiiiiiie e GS 07001
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Travel RECOMAS .. ..o e GS 07

Treasury Accounting System Reports (MTR) ......c.coovviiviiieiiinnnnnns GS 02005
Treasury Accounting System Reports (TAS).....ccoeevviviiniiieiieenennnns GS 01001
Tuition ReIMbUrSEMENt .........couiiiiiii e GS 03013
-U-
Union Contracts, Labor.........c.veiiiiieeee e GS 09015
Union Relations Files, Labor............ccooiiiiiiii, GS 09014
Unsubstantiated Complaints (Personnel Complaints, Exonerated)... GS 03006
Unsuccessful Bids File..........ooiiiiiii e, GS 06007
Usage Files, NEtWOrK .........ccoiiriiiiiiii e GS 14032
User Access Files, SYStem ........cocvveiiiiiiiii e GS 14012
User Manuals (System Documentation) ............ccocovvieeiiiniinnnnnnnn. GS 14008
-V-
Vacancies (Position FileS) ..........covviiiiiii e GS 03010
Valid Transaction FileS....... ... GS 14018
Vehicle Maintenance and Repair Records, Motor ...............cc.ccvneee. GS 16007
Vehicle Rentals
(Contracts for Purchases, Services, Leases or Rentals) ................. GS 01050
Vehicle Usage Report, State...........covuvviviiieiiiiiiiiiiecieneeene e GS 07003
VeNdOr BONGS ......ceviiiiieiie et GS 06006
Vendor Payment FileS ..........oviiiiiiii e GS 01004
Vendor Remittance Advisories (Vendor Payment Files).................. GS 01004
Visual Resources, Graphics and .............ccoveveeriiiiiiiiieieceeceee GS 15007
Voice Mail (Telecommunications Service & Order Requests).......... GS 08001
VOIUNEEET FIES ... GS 03017
Voucher Distribution Registers (Vendor Payment Files)................. GS 01004
Vouchers (Warrant Regster SUmMmary).........cccovvvviviieeeennnnnnnnnnns GS 01001
VOUCKEIS, JOUMNAL .....ieiei e e GS 01006
-W-
WACs (Rules & Regulations, WA. Administrative Code) ................. GS 10009
Wages, Quarterly Report Of ........cooiiiiiiin e GS 01064
Warrant Register - Detail ..........ooviviiiiiiii e GS 01002
Warrant Register SUMMArY .......c.coeuviniiiiiiieiei e GS 01001
Warrant Register, Claims ........cccoiiiiiiiii e GS 01003
Warrant Registers (Vendor Payment Files) ...........cccoooviiiiiiennns GS 01004
Warranties (Equipment Maintenance and Repair Records) ............. GS 16006
Water Rights Acquired by the State............cooovviiiiiiiiis GS 24007
WeEDSIte RECOITS .. ..uniiiiiieic e Appendix B
Weekly Reports (WWP, WZOTHER) .......ccoviiiiiiiiieiiiececee GS 02004
Whistleblower Investigative REPOIS .........ccocvviiiiiiiiiiiiiiiiieiieeeans GS 04004
Wiring Schematics (Network Implementation Project Files)............. GS 14034
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Women and Minority Enterprise

(DRS-Disbursement Report System Reports) .........ccocevevveenevnnnnnn. GS 02009
Work or Intermediate FileS............coieiiiiiiiie e GS 14017
Work Order Files and Logs, Facility Maintenance.......................... GS 21002
Working Files, Budget Preparation ..............ccooeeuviiniiniiiieineen, GS 01040
Working Papers and Reports, Internal Audits............c.ccoeieeiieniinnn. GS 04001
Writings, SPeeches and............ccovviiiiiiiiiiiii e GS 10006
-X-
-Y-
Year 2000 Project FileS ......c..viiuiiiiiiii e GS 14035
Year-To-Date Payroll Register ..........oovvviiiiiiiiiiiiieeeee, GS 01063
-Z-
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GLOSSARY

ACCESSION

= Theact and procedures involved in atransfer of legd title
and the taking of records or papers into the physica
custody of an archiva agency.

= The materids involved in such a transfer of custody.

ACTIVE RECORDS
Records that are referenced more than once per month per
file drawer are considered active. Active records should be
maintained in the office.

ADMINISTRATIVE FILES
Records documenting the operation, management, and
administration of an office; usualy distinguished from

program records that relate to the office's primary function.

ADMINISTRATIVE VALUE
The usefulness of a specific records series for the
administration of current or future business.

ALPHABETICAL FILING

Arrangement of records according to the aphabet; used mainly
for files referred to by name or topic.

ARCHIVES
= Therecords, which have passed their retention
reguirement, that are transferred to archival custody and

preserved because of their continuing historical research
vaue.

= Theagency responsible for selecting, preserving, and
providing public access to archiva records.

= Thebuilding in which archiva records are preserved and
referenced.

CASE FILES
See Project Files

CD-ROM -
See Compact Disk, or Read-Only Memory

CENTRALIZED FILES
Thefiles of severd offices or organizationd units physicaly or
functionally that are centralized and supervised in one location.

CHRONOLOGICAL FILING
Arrangement of records according to date.

CODING
Marking afile code on a document prior to filing.

COMPACT DISK
A machine-readable medium used to reproduce records
for rapid retrieval..

CONVENIENCE FILES
Extra copies of records crested and kept for quick reference.

CORRESPONDENCE
Any format of information that is an addressed, written
communication to or from an agency or its employees.

CUSTODY (OF RECORDS)
The guardianship of records that includes both physical
possession and legd title.

CUT-OFF

The termination of files a regular intervals to permit their
transfer, retirement, or disposal in complete blocks. Under this
process, afileis terminated regularly a the end of a specified
period of time or eventt, and a new file established.

DECENTRALIZED FILES
Files that are created, used, maintained and controlled in or near
the office of record.

DISPOSITION

Any manner or method of changing the custody, location, or
physicd state of records. Includes transfer, microfilming,
duplication and destruction

DISPOSITION AUTHORITY NUMBER (DAN)
The control numbers assigned to records retention schedules
and genera records retention schedules gpproved by theState
Records Committee.

ELECTRONIC RECORDS
Records created and/or stored by dectronic meens, usualy on
computer sysems.

ESSENTIAL (VITAL) RECORDS

Records essentid to:

= Protect the legd rights of clients, property owners,
students and other citizens

= Theresumption and/or continuation of agency operations;

= There-credtion of the legd and financid status of the
agency; or

= Thefulfillment of obligationsto local, state, and federa
governments and outside interests.

FILE CLASSIFICATION
See Primary and Secondary

FILE PLAN

A ligting of al records series held a each file station, including
retention periods, file codes, methods of filing, and disposition
instructions.

FISCAL VALUE

The ussfulness of a ecific records series for the
documentation of an agency's financid transactions and
obligations.
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GENERAL RECORDS RETENTION
SCHEDULE

A schedule, listing and assigning minimum retention periods to
individua records series, which is approved for dl state
government agencies, or particular types of agendies, by the
State Records Committee. Genera records retention schedules
provide the agencies they cover with continuing blanket
authority for the disposition of commonly held records
according to their assgned retention periods.

GEOGRAPHICAL FILING

Arrangement of records according to geographical area,
aphabeticaly.

GUIDE

A card or teb divider used in filing systems to identify sections
and/or sub-sections of the file. Guides provide physica support
and ad in filing and finding individua records.

HISTORICAL VALUE

The ussfulness of a specific records series for historical

research. Typicaly, 1% to 5% of an agency's totd records have
historica value.

IMAGING
The act of reproducing records on digital, or micrographic
media

INACTIVE RECORDS

Records with a reference rate of less than one search per file
drawer per month. Such records may be transferred to an
inactive records storage center.

INVENTORY

1) A descriptive listing of records series held by an office or file
station, includi ng such data astitle, inclusive dates, quantity,
arrangement, relationships to other series, and description of
significant.

Subject content; 2)) A survey of records conducted prior to
digposition or the development of a records retention schedule.

LEGAL VALUE
The ussfulness of specific records series as documentation of an
agency's legally enforceable rights and obligations.

MACHINE-READABLE RECORDS
See Electronic Records and Optical Disc

MATERIAL WITH NO RET ENTION VALUE

Materid that does not need tobe filed or that may be destroyed
after ashort retention. Thisincludes drafts, worksheets,

telephone messages, blank forms; publications, and extra copies
of documents crested for convenience or public distribution.

MICROFILM

A highresolution photographic film used to record reduced-size
images from origina records. The act of recording
microphotographs on film.

NUMERICAL FILING

Arrangement of records in sequence according to document
number.

OFM (OFFICE HLES AND MEMORANDA)
A public records classfication provided by RCW 40.14 that
identifies records that have purely administrative vaue.

OPR (Official Public Record)
A public records classfication provided by RCW 40.14 that
identifies records that have significant legal or fiscal vaue.

OPTICAL DISK
A machine-readable medium used to reproduce records for
rapid retrieval.

OUT-CARD

A guide card used to indicate that records have been taken from
thefile. Identifies the specific item/file, date, and name of the
person temporarily holding the record with an “out-card.”

PERMANENT RECORDS
Records that have sufficient legd, fiscd, and/or historical value,
to be retained forever.

PRIMARY FILING CLASSFICATION

The most generd category under which records can be sorted
and arranged for filing. Primary filing dlassifications should be
defined by the function and retention requirements

PRIMARY RECORD COPY
The origind or officia copy of arecords series

PROGRAM LEVEL RECORDS

Records which are complied as direct documentation of the
program, as opposed to records created during the course of
administering the program. Example: correspondence,
subject files, policy statements and planning records
documenting the operation.

PROJECT (CASE) FILES

Groups of documents that pertain to a particular acti on, event,
person, or place. May condst of correspondence, form records,
memoranda, reports, or a combination of such records.

PROPRIETARY RECORDS

Records containing informetion of a confidentia or highly
sengitive nature requiring destruction by shredding, to eliminate
the possibility of illegd or undesirable disclosure.

PUBLIC RECORD
See Records

PURGING
See Sreening

READ-ONLY MEMORY (ROM)

Electronic record storage systems that alow for research or
"reading" access but protect the record from addtiona entries

or dterations.

READING (DAY) FILE
A file of extra copies of outgoing correspondence arranged in
chronological order.
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RECORDS

Papers (reports, correspondence, lega documents, €tc.),
photographs, magnetic tape, microfilm, sound recordings,
maps, drawings, or other documents, regardless of physca

form or characteristics, and including al copies thereof, either
organized or received by an indtitution

RECORDS CENTER

A low-cost facility for the organized and controlled storage,
maintenance, retrieval, and disposition of inactive or non-
current records.

RECORDS COORDINATOR
Assistant Records Officer

RECORDS MANAGEMENT

The management function concerned with the efficient,
systematic control of records from their creetion to their
ultimate digposition.

RECORDS OFFICER

The individua responsible for an agency's records management
procedures, including retention scheduling, files organization,
records storage, and destruction.

RECORDS RETENTION SCHEDULE

A schedule, listing and assigning minimum retention periods to
individua records series, which is goproved for a specific
agency by the State Records Committee. A records retention
schedule provides the agency for which it is gpproved
continuing records disposition authority.

RECORDS SERIES

A group of records, performing a specific function, which is
used as a unit, filed as a unit and may be transferred or
destroyed asaunit. A records series may condist of asingle
type of form or a number of different types of documents that
are filed together to document a specific function.

REFERENCE FILES

Publications, books, periodicas, cataogs, bulletins, reports,
maps, theses, tapes, films, photographs, and other materials that
are needed as informational resources but are not part of the
main body of files

RETENTION PERIOD

The minimum amount of time required for the retention of
a records series on a records retention schedule or genera
records retention schedule approved by the State Records
Committee.

ROM
See Read-Only Memory

SCREENING

Remova of individud papers or folders from a group of
records, usudly to permit disposd of parts of the file, and
retention or transfer of therest. Also known as purging or
weeding.

SECONDARY FILING CLASSIFICATION

The second most generd dlass of filing category under which
records can be sorted or arranged for filing; subsidiary to
primary classification.

STATE RECORDS COMMITTEE

The body established by the Public Records Act, RCW
40.14.070, to review and approve schedules for the
retention and disposition of al state government records. It
includes the State Archivist and one representative each
from the Offices of the State Attorney Genera, State
Auditor, and Financial Management.

SUBJECT FILE
A file in which documents are arranged aphabetically by
generd subject or topic.

SUSPENSE FILE

A filein which documents are arranged chronologicaly by a
future date of recdl, to remind the user of future tasks and
events. Also known asatickler file.

TICKLER FILE
See Qupense File

TRANSACTIONAL HLES
Records documenting the unique daily transections or activities
of an office that distinguish its primary functions.

TRANSITORY FILE

A file of routine corr and other records with short-
term vaue. Itsretention period islimited to the interva
reguired for completion of spedific actions covered by
individua pieces of correspondence.

TRANSMITTAL
Documentation authorizing the disposal, transfers to inactive
storage, or transfer to archival storage of public records.

VITAL RECORDS
See Essattial Records

WORKING FILE

A file of rough notes, caculations, or preiminary drafts that are
assembled and used in the preparation or andysis of other
documents; usudly retained in desk files or filed separately until
project completion.
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APPENDIX A - RECORDINGS OF MEETING MINUTES

Stenographic notes or tapes do not constitute the official minutes of a public meeting.
They must be transcribed, recorded, and adopted by the governing body at the next
public meeting to become official minutes.? Once transcribed, the stenographic notes
and tapes become the preliminary drafts and can be destroyed per the State General
Schedule, Section 50. NOTE: The State Records Committee recommends that
transcribed stenographic notes and tapes of open public meetings be retained for three
months following adoption of the official meeting minutes. This time frame allows them
to serve as backup documentation for any challenges that might be received regarding
the minutes.

If a challenge does occur, the stenographic notes or tapes become part of the
documentation regarding the challenge and will need to be maintained for the retention
of the entire file.

Media recordings other than hard copy may be adopted as the official meeting
minutes. Appropriate handling and storage of these media must occur to assure the
retention of the information for the duration of the records series retention. If the
meeting minutes are designated as “archival,” contact David Hastings (753-1801) at the
Division of Archives and Records Manageme nt for an analysis of the specific situation.

2 Based on AGLO 1972 No. 19
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APPENDIX B - WEBSITE RECORDS

The following information is taken from several sources, including: National Historical
Publications and Records Commissions (NHPRC) website; and the National Archives of
Australia's (NAA) publications: Archiving Web Resources - Guidelines and Archiving
Web Resources - Policy. (For more complete and up- to-date information, check the
following websites: http://www.nara.gov/records/index.html and

http://istweb.syr.edu/~mcclure/nhprc/nhprc_chpt 1.html or _/,/{ Field CodeChanged

http://www.naa.gov.au/recordkeeping/er/web records/quide intro.html - websites URLs { Field codechanged

were current as of 8/2001.

Every state agency is accountable for resources delivered or made available over its
public websites. Agencies use websites to publish information, give advice and
instructions, and facilitate the provision of products and services. They create
interaction between an agency and its clients or customers. It is vital that agencies
establish policies, procedures and systems that ensure that full and accurate records of
web-based activity are created and retained.

Websites contain and also generate public records that should be maintained to meet
any legal obligations for evidence of present and past positions, advice, guidance,
transactions or instructions on particular matters it delivers. These records must be
authentic, reliable, accurate, and provide durable evidence of web-based activity. These
same public records need to be inventoried and included on approved agency records
retention schedules which provide authority for the retention and destruction or transfer
of such records.

Website records document both the structure and the public face of the agency.
Consequently, some of these records will have historical value and need to be

transferred to the State Archives at the end of their retention periods.

It is recommended that the policies and procedures directives be developed,
maintained, and updated regularly by a team comprised of records management staff,
website administrators, and information technology staff. This combination of expertise
will help the agency keep abreast with the dramatically and rapidly changing
technologies, tools, formats and applications developed for website administration.
Records that document the processes involved in planning, designing, producing and
maintaining web resources should be captured and retained. Any changes to websites
need to be tracked and recorded. These required decisions can only be made within
each agency based on the context of a particular website.

Each agency should assess the business risk it faces in maintaining an online
presence. The level of risk depends both on the nature of an agency's business and its
public profile. The assessment should be used to guide the agency's retention of the
public records created for or by its website. Periodic assessments should be made to
insure that changes to the risk be reflected in the management of the records.
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Some public records placed on websites already exist in a formal record keeping
system. However, website content is increasingly being created for placement directly
on websites. Agencies need to have procedures in place to capture these public
records along with sufficient metadata documenting the content, context and structure
of the records and their placement on the website.

Websites that are used as a means of conducting official business between agencies
and its clients or customers need to capture and retain individual records into an
established record keeping system. The system should help guarantee the authenticity,
reliability and accessibility of the records. Without legally sustainable evidence that the
record is authentic, a court of law may not admit the record into evidence. These sites
are likely to also require the creation and capture of other records relating to site
security, such as audit logs, which track use of the site.

Any log tracking changes to websites must have sufficient metadata to interpret the log
over time. This metadata must remain useable as long as the associated information is
retained.) Use appropriate log analysis software, as raw log files are confusing and
often difficult to decipher. Most logs of website transactions will contain personal
information about the user. The Governor's Executive Order 00-03 limits the collection
of personal information "to that reasonably necessary for purposes of program
implementation, authentication of identity, security, and other legally appropriate agency
operations.”

The NAA suggests various approaches to capturingweb-based resources and activity.
These could be either an object-driven or event-driven strategy. An object-driven
strategy may include periodic snapshots of the website, its data objects and the
associated metadata. An event -driven strategy would involve capturing transactions
that occur between the website and the user and keeping track of the website changes
to enable its full reconstruction at any given date. Often a combination of these two
approaches is needed to preserve a complete record of the website and its activity.

A relatively static website comprised of simple documents with low interactivity will have

different requirements for maintenance than complex web-based documents or a highly
interactive website.

To determine the best strategy for maintaining records of web-based activity, the
agency needs to perform an assessment of each of its websites and the type of
activities occurring at the sites. Does the website simply offer information or are
business transactions performed, or do both occur? How complex and diverse are the
web-based activities? How frequently does the website change? What is the risk of the
website information being challenged? What are the recordkeeping requirements for
the information posted or created by the website? Can the agency's technological
environment support the record keeping needs of the website records? Does the
agency have the necessary resources?

Maintaining captured web-based records over time should include: ensuring that
records are stored inwidely accepted, technology -neutral storage and data interchange
formats such as XHTML; maintaining master sets in different locations (and in two
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different formats where appropriate); refreshing the media regularly; and performing
random spot checks to monitor functionality and integrity of the records. Any loss of
functionality, content or appearance that occurs as a result of reformatting or migration
should be fully documented.

Agencies may already be creating back-ups of the website as part of normal disaster
recovery strategies. Back-ups are regularly overwritten and are not useful for record
keeping purposes.

Websites are commonly used tools and are becoming more complex as technology
advances. Agencies have a responsibility to citizens of the state of Washington to
capture, maintain, and properly dispose of or transfer all public records of their agency.
It is vitally important that this includes those public records that reside on or are
generated by agency websites.
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APPENDIX C - ELECTRONIC MAIL (E-MAIL)

Electronic mail is primarily a communication system. E-mail messages may constitute
public records under Chapter 40.14RCW with legally mandated retention requirements,
or may be information with no retention value. E-mail messages are public records
when they are created or received in the transaction of public business and retained as
evidence of official policies, actions, decisions or transactions. E-mail that has other
valuable informational content relating to state business is also apublic record. E-mail
messages that are public records must be identified, scheduled and retained just like
records in other formats.

In determining the proper length of retention for messages and attachments sent or
received electronically, consider each message just as if it was conveyed on paper. All

e-mail messages cannot be considered to have equal retention value, but must be
managed individually according to the approved retention for the information.

Currently few email systems are designed to categorize and retain information. Public
records should be retained in e-mail format only as long as they are being worked on or
distributed. To assure appropriate management of public records with assigned
retention periods generated or received through an e-mail system, transfer messages to
paper, disk, or PC hard drive and file and retain according to the legal retention required
for the informational content of each message.

Samples: Electronic Mail (E-Mail) messages that are usually public records
and must meet records retention requirements before being destroyed.

Policy and Procedure Directives

Correspondence or memoranda related to official public business
Agenda and minutes of meetings

Documents related to legal or audit issues

Messages which document agency actions, decisions, operations and
responsibilities

Documents that initiate, authorize or complete a business transaction
Drafts of documents that are circulated for comment or approval

Final reports or recommendations

Appointment calendars

E-Mail distribution lists

Routine information requests

Other messages sent or received that relate to the transaction of state
government business
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